Amended

gnoijcusng & é’REEAREg Fog C a I e n d a r
KenTucky DEPARTMENT OF EDUCATION ki 3
Submission

Cheri Meadows, Branch Manager
Garnetta Barnette, Systems Consultant IT
Office of Administrative Support

Division of District Support

KSIS End-of-Year Training, April 29-30, 2014



4

Objective

» Ensure that school districts use the correct
procedures for successful submission of their
2013-14 Amended School Calendars.

Calendar compliance issues may include:

- Weather days, Emergency hours, Make-up days,
Break days, Disaster days, Teacher equivalency
days, Holidays, etc.
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Amended Calendar Facts

The Amended Calendar must be submitted to KDE prior to June 30 in
accordance with 702 KAR 7:125. The calendar is verified for

compliance with statutes, regulations, and legislation established by
the KY General Assembly.

JdAmended Calendars are verified by KDE to ensure that mandatory
requirements are met.

JAIl Amended Calendars must be submitted electronically through the
KDE Web Application: http://apps.kde.state.ky.us/login

AIf you need help with accessing this site or with user name/password
assistance please contact your district WAAPOC (Web Application
Administrator Point of Contact). Information regarding WAAPOC’s

can be found at the following Web site: WAAPOC School District
Contacts

d2013-14 Amended Calendars can be submitted to KDE after the last
day of the school term.
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http://apps.kde.state.ky.us/login
http://www.education.ky.gov/kde/administrative+resources/data+and+research/data+requests/
http://www.education.ky.gov/kde/administrative+resources/data+and+research/data+requests/

Amended Calendar Requirements

» 2014 HB 211 - School calendars

» HB 211, as recently enacted by the General
Assembly, provides flexibility for school districts to
adjust school calendars in order to provide 1,062
hours of instruction. In the event that this number
of hours cannot be met despite the best efforts of
the district, the district may request a waiver in
order for the last instructional day to occur on June
6, 2014

Waiver Contact: Kay Kennedy 502-564-3930, ext.
4433
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Preparing the Amended Calendar in Infinite
Campus & Creating the File for Data
Submission

Once the 2013-14 Amended Calendar is revised in Infinite Campus it will be beneficial
to run following reports prior to creating and submitting the Amended Calendar.

Calendar Edits Report

Generate the Calendar Edits  veer 1314 [v] school Al Schoois [¥]  catendar |All Calendars [

Re port Index  Search  Help | @ [SIEIEEITEE
» Surveys - This report may take several minutes to render. Pleas e do not click Generate Report more than once.
Pat h . v KY State Reporting The purpos e of the calendar edit report is to identify calendars that have some of the follow ing errors:
H v Edit Reports
I n d e X > KY State Re pO rtl n g > a. School menths that do not cover all days in the calendar.
E t R t C E t Accommodations Report b. A Day Event (not Regular or Low Weather) that is marked for sttendance.
d I e O r S > al e n d a r d I S ] c. School Months w ith other then 20 days.
p Calendar Edits Report d. ldentify number of Opening days, Closing Days, Holidays, Professional Development days, and Makeup days in each
i calendar.
Re po rt NSRS €. No non-ins tructional minutes for lunch on every period structure.

Expulsion Attendance Rep
The user will use this report to identify and correct thos e calendars found in each s ection of the report.

|nStI’UCtI0nS H1N1 Attendance Report
’ H1N1 School Closings Re
Se | eCt th e S C h OO I year an d Missing Enrollment End St
“All Schools” or a single ot EvolmentAtens: |
.
school at the top of the OveragelUnderage Report -
Screen Schedule Gap Report
’ Schedule Structure Grades
Click Generate Report. SN G
"N
£
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Calendar Edits Report

File Edit View Window Help

» Days Outside of School Months  aers S5 8 515 s 0@ @ [ |[HE |02 | & Tools | Sign Commer
* Day Event Attendance L)

* Days with more than 1 event

Calendar Edits Report Run Date : 4/23/2014 1:41:35 PM
* School months with other than

20 d ays: Listi ng any month that Weekdays that are not regular days with no events

dOES not meet the 20 day rUIe' School: Anderson County Middle School

« Event Existence: The number of Calendar: 13-14 Anderson County Middle S~ Schedule: Main
Opening, Closing, Makeup, Date
Holidays and Professional 6/102014
Development days. 61112014

* Missing Lunch Minutes: A

School: Emma B. Ward Elementary School

* A SChEd u Ie that IS mISSIng |U I’lCh Calendar: 13-14 Emma B. Ward Elementary ~ Schedule: Main

minutes
Date
» Weekdays that are not regular 6/1012014
days with events: It will note if a

school day is not marked as an
event (other than a regular day).




Calendar Summary Report

Path:

Index>KY State Reporting>
KDE Reports> Calendar
Summary

Instructions:

Select the school year and “All
Schools” or a single school at
the top of the screen. Click
Generate Report.

The Calendar Summary Report
indicates the following:

- number of six hour days
- any shortened days
- total instructional hours

- the amount of banked time
for each calendar

Year | 13-14 E School | All Schools El Calendar |All Calendars E

Index Search Help Calendar Summary

H1N1 School Closings Re » This report may take several minutes to render. Pleas e do not click Generate Report more than once.

Missing Enrollment End Si

This report lists the 8-hour days and s hortened days in the calendar. It gives total hours for the calendar and an:

Multiple Enroliment Attend: banked hours.

Overage/Underage Report

Y

Schedule Gap Report
Schedule Structure Grades
Seat Count By Section PDF ¥
Student Summary Report
Suspension Attendance Li
Growth Factor Submission
v KDE Reports
AtRisk ADM(prior to 2011-
Benchmark Report

Calendar Summary

Note: District will need to give
whomever creates calendars access to
this report.




Calendar Report

Generate the Calendar Report in IC
Path : I n d eX > Syste m Year |13-14 E] School | Anderson County Middle School - EI
Administration>Calendar o [ e o RS SRR

~  Calendar Grade Levels Schedule Structure Terms Periods School Months Days Override

Testitem Bank

» Sefirgs Y oayreset 2 Print [ utt Day Event
I n st ru ctl o n S : v System Administration << Apri[ 2014

Select Days Tab and then select sun [ on [ ue [wiea [ 7o [ e [ s

» Auditing

Prl nt Icon. » Batch Queue 01 02 02 | 04 | 05
b 06 [ 07 [ 08 [ 09 | 10 | 11 [ 12
Calendar

About the Calendar Report: Calendar Wizard Pl o | s | g | | e R
The Calendar Report will capture o
the entire school year in one

» Custom

S naps hot- » Data Defining Tools

» Data Interchange

E‘ ~Event on this Day

Highlighting the Non -Instructional

Days and Non -School Days | tonowes | aomn | |-

assigned. R TR e L e

The Total Instructional, Non- = = ———"

Instructional, Non-School Days and 58 = EEEREEE

Minutes that are reflected at the : ===

bottom of the sheet are not correct : e

for Kentucky schools. KDE has == S— -

requested that the numbers be S

removed from the report to avoid == e —

confusion. 5 gl
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Extracting the Calendar File from
Infinite Campus
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Generating the Calendar Data File in IC

oy

Year | 13-14 [z| School | Anderson County Middle School E

Path: Index > KY State Reporting> Calendar
Report Index

Search Help 2l KY Calendar Report

This tool w ill extract data to complete the KY Calendar Report. Choos e the State Format to get the file in the state defined

-
Gifted and Talented Detail Fixed Width format, otherw i e choos e one of the tes ting/debugging formats .

Instructions

Complete the following drop downs:

Gifted Benchmark Report [

KEES Audit

KEES Eligibility s Amended Calendar

Yes ¥

Calendar Type Regular ¥

Missing or Invalid Course !
y A Board Approval Date 4/23/2014 |9
Persistence_to_Graduatio J423201 —]

Select Calendars
Which calendar(s) w ould you like to include in the
report?

@ activeyear () lstby school () lst by year

« |Is Amended Calendar: Yes Restraint or Sectusion Bche Calendrs wihsats  ves v 51s
12-14 Anderson County High Sch
« Calendar Type: Regular Schedule Gap xi el > Aroeon Couy isale S

« Board Approval Date: XX/XX/2014

« Exclude Calendars with state exclude:
Yes

State Format
(Fixed Width)

« Format:

« Select Calendars button:
list by year

CTRL-click or SHIFT-click to select all required

calendars to be submitted for 13-14

ick Generate Extract Button

SEEK At Risk ADM
SPED EOY Behavior Data
SpEd_Evaluation_Detail
Student Census
Student Voice - Educator E
Student Voice - Educators
Student Voice - Response
Calendar Report
Dual Enroliment Cap Summary
Extended School Services Repo
FRYSC Group Program Report
FRYSC State Report F

Growth Factor |=
IDEA Dec 1 Count Extract '

KEES Report
LEAD Extract

13-14 Ezra B. Sparmow Early Ch
12-14 Phoenix Academy

13-14 Robert B. Turner Element
13-14 Saffell Street Elementar

CTRL-click or SHIFT-click to s elect multiple



Calendar File Format Instructions

Save As window will pop up and will by default have the File Name and Save as type
correct. Note the location of where this file will be saved so it can be retrieved for
uploading to KDE. The file name and type must be CALXXX.14 (XXX=District number)

o L 2 - O L a
&c‘!!

‘_) ''''' nsert Page Layout Retarences Mading: Review View

) 4 Ca = | e

W i Calibrt Boay) - IA Al S 0= e LS| asanceoc| assoccoc AaBbC AaBbC: AaBbC Aspbeer

Peste 3 Pormat Painter B 7 U -aba X Aa-W- A W WM E Oy Heading 2  Title  Subtale

Clipboara fa Font fe Par, ° Dﬁ e Styles

21
Save e | (2} Deskrop i [+ S s s O
o) My Documents 2 Shartout to kyschook alendar on T

|2 2010-201 § calendays

)LD 2010 FORMS

}22011 graduste codes

| calerrdar testing 2011

|2 Completed reviews 2010-2011

LD Infirite Campus Instructions and othes
gl ). Personnet Foldars

|2 Powrer Ponts

| web ox tr sy sossons

y Computes .-] CALOOG
| »]caLont

<l ] >
File name: ﬁ

Save 0s hype. | 11 Documers

L L
I




Preparing for Calendar Submission in

KDE Web Application

[‘ KDE Web Applications Login - Microsoft Internet Explorer provided by KY Dept. of Education

j@ | X |LweSearch

=10]]
Rl

- oy »
| {E¥DE web Applications Login X | | By - B - o v |5 Page - () Tadk -

KD E_We b Appl |cat|on \_/F‘_:: v Ig, https: fjapps kde.state ky usflogin/
Menu for Calendar File Submission Fe B Wew Favaies Took Hep
|nStI’UCtI0nS W 88|'|@Servermgins
‘3“'“5”’10

- Open Internet Browser and type X

in the URL address ﬁ?’r\%}

http://apps.kde.state.ky.us/login )

fporng & peesrod

- Enter your KDE web User ID and o

Password and click on “Go”
button.

Please use your user ID and password.

data reports@education.ky.gov

- After successful login, the web
applications menu appears. Click
on the link Kentucky School
Calendar and this will take you to
the file submission window.

Desk via e-mail: ERSBHelp@ky.qov.

Note: If there are issues with
logging in or the user
name/password please contact
your district WAAPOC.

Ifyou are having trouble accessing People Manager, please contact

Ifyou are having trouble accessing EPSB applications, please contact the EPSB Help

Kentucky Department of Education KWM '
Web Applications Login
Registered Users

User ID: |
Password:l

Before your third try, click here if you have forgoften your user
1D and/or pazzword .

If you think your account has been disabled, or for technical
support and content issues, please use our KOE User Help
Svstem.

Security Disclaimer!

While we take every precaution to protect all information and data
you share with us, there are ways you can protect yourself
Always keep your paszword to yourself and never allow anyone
1o log in under your user IO and password. I you must leave your
computer, be sure to save your work and log out of the system.

Need Help? Click Here!
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http://apps.kde.state.ky.us/login

Process of Uploading File to KDE

- The Upload File page appears as shown in the picture below.
- Use the “Browse” button to locate the Calendar file that was saved in Infinite Campus.

. Note: The file name should resemble “CALxxx.yy” where xxx stands for 3-digit district
code and yy stands for 2-digit calendar year.

- After selecting the file to submit, click on the “Upload” button.

- A message will appear on the screen in green, indicating the file was successfully uploaded.
The system will notify KDE that the file has been submitted successfully.

- If your file submission was successful you can “Logoff” to sign out of the application.

/2 Kootucky School Calendars - Microsolt Internet Explorer provided by KY Dept. of Education ._11,],5]1
L« = | e Xoboad e [ I | o |-
Flo KO \View Favortes Tooks  Help

Gorgle _-]»']sum-u w e e EBohaenc e | AL Chedk = Asora - o = @ orwa,
o ==1 B I - Page = ,1.,.*-:“

Kentucky School Calendar

= . -
KENTUCKY DEPARTMENT o

>> Logged in as (1241 1] Logout

Fite has been recened and processed KDE staff will review for accuracy

nd uplosd your calendar file

owr name [IPAT TESTING

fie to upiosd [ Browse

Site Compatibility}
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Automated Email Notice to
Districts
» An automated e-mail message will be forwarded to

the submitter that the file was successfully
submitted to KDE.

» Auto Error Return will identify errors in the district’s
calendar submission and will send an automated
approval or rejection notice by e-mail.

» The Auto Error Return system will not allow multiple
calendar submissions to prevent overlap.
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Amended Calendar Review by KDE

» The Amended Calendar is reviewed manually by
KDE field staff to verify the mandated requirements.
If the calendar does not meet the requirements, the
submitter will be notified to correct and resubmit.

» If the school district has changed the Amended
Calendar and needs to resubmit the file, a request
for re-submittal must be obtained from the
assigned KDE field staff consultant. To prevent an
overlap, the calendar application will not permit a
district to submit a calendar more than once unless
KDE is gives permission.
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What Happens if the Amended
Calendar File is Rejected?

» An error listing will be generated by the Calendar Application indicating the file errors.

72 Kentucky School Calendars - Microso oft Internet Explorer provided by KY Dept. of Education

—_— _=7
G | oducation by, 2T wCALOL L. 1 Llyw 201 10cmO] 1 Bunm? ][5 coticmatrrer | 42 x| e
Fis Edt  Vew Favortes Took Help

Go-gle | B search < 4w - e | @isharer B | ApCheck = Auord - ~ - @ Monko... -
W ::l'I Kentucky School Calendars X lr" Infirite Campus ! I D~ E) - b v vPage s D Todks » *

KENTUCKY DEPARTMENT o
OF EDUCATION <

Kentucky School Calendar
Calendar > Upload File | View Data | Error Report | Status >> Logged n as_ [IPAT 1] Logout

Distnct Code: 011 School Year 2011 Process Date: 4/20/2011 9:33.06 AM

Line Number Sch Code Calendar Date Error Desc Error Detail
217 120 052511 Invalid Days »n School Attendance Month (Not between 0 and 20) 21
ERE) 020 Invalid Days n School Attendance Month (Mot between 0 and 20) 21
671 025 ivvald Days m School Attendance Month (Mot between 0 and 20) 21
898 110 Invalid Days n School Attendance Month (Mot between 0 and 20) 21
1125 022 5 tnvalbid Days i School Attendance Month (Not between 0 and 20) 21
1352 050 052511 invalid Days in School Attendance Month (Mot between 0 and 20) 21

Download report in Excel format

Site Compatibility]

Copyright © 2011 Kentucky Department of Education Privacy | Disclasmer | Contact Us | Help

» The list of errors will indicate the type of errors and where the error is.
e error(s) must be corrected, rerun your calendar edit reports, then resubmit. oA~
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Common Errors

» Gaps in school months. Check your school month ranges to make
sure there are no gaps in the school months. Be sure to include all

marked days in your 10t month calendar month range.

» There must be 20 days in each school month excluding the 10t
month, it can be less.

» Days in calendar cannot have more than one Day Event Type.

» “Invalid day of the week, not 1-5". This is indicating that a Saturday

or Sunday is selected as a school day.

» Not using the edit reports before submitting your 2013-14 Amended

Calendar.
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Common Errors

» Hours/Days: A calendar must consist of a minimum of 1,062 hours of

instruction.
» Day Event Types are entered for Mondays through Fridays only. No
weekdays should be omitted or ‘Xed” out in the Amended Calendar.
» Each week day (other than a regular day) must have an event type.
» There should be no “Make-up” days reported on the Amended
Calendar. KDE staff enters this information manually during the

Amended Calendar submission process.
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Student Tracking, Health and Pupil

Transportation Branch

KDE Field Staff Consultants
RUTH YATES 859-583-3417

SCOTT ROSE 606-776-0798
SHEILA HARNED 270-705-9158
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